Draft Communications and Engagement Plan – School Consolidation/Boundary Realignment
	Activity
	Description
	Responsible
	Timeline

	School Site 1:1 Meetings
	Principals to meet one on one or in small groups with their site opinion leaders
	Principals
	

	School site staff meetings
	Meet with all staff- teachers and all support staff to discuss the recommendation, why it is being made, plans for their employment for next year. If HR is not available for the first meeting, let them know when HR will be out to talk with them. Use discussion points so everyone is on the same page.
	School site principals supported by cabinet staff.
	

	School site community review and feedback
	Principals engage with their school community to allow them an opportunity to understand the recommendation, why it is being made, plans for their child for next year. If your school is closing, invite the new principal to come and talk about their program and how excited they are to welcome students and families. Use discussion points so everyone is on the same page.
	School site principals supported by cabinet staff.
	

	Discussion points 
	Information about budget, enrollment, process, and recommendations pulled together into discussion points for use by central office and school site staff when discussing school consolidation.
	Recon and Communications staff.
	

	Web site special section
	A web page on the Twin Rivers web site will link to the web sites of the affected school sites. Each of the affected sties will post:
· Recommendation 
· Overview of process
· Link to background (SFAC district page) 
· Copies of letters sent home to families
· Discussion points/FAQ

· Date/time of meetings
	Site web master with assistance from communications, IT.
	


	Activity
	Description
	Responsible
	Timeline

	Automated calls  
	Utilize phone system to invite families to come and meet with school site staff. Make sure you have representative teachers and staff at the meeting who understand the need for the consolidation and use the discussion points so everyone stays on the same page.
	School site staff
	

	School Newsletter 
	Special section of the school’s newsletter should focus on consolidation and include:
· Description of process
· Explanation of the budget pressures and choices we face

· Listing of opportunities to provide feedback
· Utilize points from discussion points
	Principals with assistance from communications as needed.
	

	eWag listing
	Link to the Facilities Advisory Page listed in each weekly issue of the eWag.
	Communications staff.
	

	Letters 
	Letters (provided in multiple languages) describing process and recommendations, inviting to site meetings. Complimented by calls home drawing attention to the letter.
	School site principals, supported by communications staff.
	

	News stories for community papers
	Stories provided to local neighborhood papers to explain the decision and future vision.
	Communications staff.
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